Reports.
File is arranged: . Alphabetically by Student's last name.
8. Monthly Reference Rate " How often are records referred to which are: T T mm s e e
One to six monthsold —__ .. ___; Seven to twelve monthsold ____.. . _.; Thirteen to twenty-four months old _ _ .
- tWentv five months and older ___ -7

TAnnud Rate of Accumu!auon aof Rewrds B

dFFICE OF THE SECRETARY QF STATE

DEPARTMENT OF ARCHIVES AND HISTORY -
et e e o e — o ' RECORDS MAN{\GEMENT DIVISION
INST RUCTIONS: See Publsmuon No 76—RM-1 for mstruct;ons on completmg th:s form Forward signed original to
Department of Archives and History, Records Management Dms;on 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schaduhng Sectlon .

APPLICATION FOR RECORDS RETENTION SCHEDULE

B — T

[ roracencvuse  [1. 'AgncyAddes 7 7 [T o REC-f\YRtT}SH;a;NAG“E"ME;?USE
Acpiication Date Department of Education [ Application Number
... ... 1 Atlanta Area School for the Deaf 7 7 =~ Q.r 3 Y.
Appiication Numbsr .890 Indian Creek Drive [ Date Recaives 7 Date Completed
11 CTarkston, Georg1a 30021 JuL 2 01977 [JUL 2 8 1977
T e e LR T PR ST E R B A gl LA S Y U
2. Pusonta Onntact Worklng T'ntte Tdephoﬂg Numbar
_Richard Dirst . . Superintendent 656-7077
3- Aﬁion ﬂ&queﬂed ’ ' ) T - o e o T eI = e LT R e ]
‘@ Estabiusn Retsntion Schedule; record will continue to accumulate.
b a Dispose of present accumulation; no further accumulation antlcipatad
¢, J_Amend ApplicationNo. ___ ... . ___ Chack Ona: O Change; (I Superceds; (] 1 Void e .
4 Dstu of Series 5. Rmrds Sarias Title (followed by title used in office; if different) T T e
Earliest Latest :
Atlanta Area School for the Deaf Student Folder File
1972 _ i Datg_m o -
8. Division and Office Functxon " Whatis the func‘uon of the Dms:on and the Offace in whsch ‘this record senes |s ereated? ]

The Atlanta Area School for the Deaf provides in a day school situation a comprahenéive
educational program, with complete diagnostic and evaluation serv1ces, for hearing
impaired and multihandicapped students.

e 5 e S R —_—————

7. Record Scrias Dom:ptmn ' Thls file contains the fotlowmg documents (méfuda form numbersand t:r/es if any)
: Attach sampies of the file.
°°°“"""‘3'°‘“'"9 to: - Maintaining supporting documents on individual students enrolled at
' or evaluated at the Atlanta Area Schocﬂ for the Deaf.

Inctuded are: - 1. Apphcatwn,-z. Pertinent Correspondence, 3. Audiological report,
' .. -~ -4, Diagnostic reports (Speech/Language, Educational and Physical '
. Therapy), 5. Ach1evement Tests and/or Score Cards, and 6. Speech

e M NI W - —— — — B T T, . PR
- . Cm e T ar e o e I

‘Letter-size drawers —_ : . .. Legal<ize drawers

- -~—:Shelves ___ . .;Qther (specify) — e

ARZBO-71; Rev, 76 = T e R T T e a—
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ves; NO Lm. Questionnairs _ (Piaeo an "X" in the propef column) e - _ ﬁ ;j_,'—‘j '____ﬁ _,_
X a. Is this the offlcxal copy of tha series? . ‘ .
.. not. where is it? P . — e
b. Doss the series cantain conftdential mformauon requiring security handlm ? !f Qes, cite Iuw orr ulation.
S O O v i AOn fRquiring ety ,g e,
X c. s thu a vstal recﬁrd? . - _— ‘— . e m——n ————
%X _1_d. Does this series have hustoncal or Iong term research value? - e _
¢. When one or two documeants in the file make it necessary to keep the entire flie for a Iong per:od could these
X . documents ba scheduled separateiv? - - e e
X *f,h Js the information contained in this series ever oubhshed? 1f ves. attacb coav. R
X 2. s the information contained in this series ever analy2ed and/or recorded in a summarized report?
L. ifves attachecoov. . = L S S e
X h. Is thare a dupiication of this series in vour office, or in ano.her ofﬂcu ar agency?
. f ves, whera? N —— S e _ S
X i.,Juh[ugnu {ar a maior oortion. af it} reeu!arlv mlcrohlme:d? e e . —
X 1. 1. Does the record series result in a computer orintout? . e e e
1. thtntlon Requirements The following requiras tha series to be kept '
‘& StateLaw U TN d. Audit period ey o - Y@ATS, I
b. Statuts of limitation — e YRATS, 8. Administrative need See bE'l OW - yaars.
¢ Federal law —_— . .years. f. Federai retention instructions . __.._____ . _ years.
Attach copy ¢ excert of laws or regulations. Explain administrative need. - _
~e. The records are needed until the student reaches his/her 21st birthday. The
audiological records in the files are needed in some cases when the student
applies to co11ege or for disability. ) , N
12 Approved Dlsposmon lnﬁrucﬁam " This agancy recommends that tha file series be cut off at the end of each: 7
O Calendar Yesr: O Fiscal Year; X Other Se"r be.'l. ow.  _then,
O Hold in the current filesarea . . . month(s) . .- _year{s}; then
O Transfer to local holding area; hold —__ ~  __ ___vear(s); then
Q Transfer to Stats Records Center; hoid - -_.Year(s); then
'Q Destroy. .
O Transfer to State Archives for permanant retention.
D Other (Specify)
Nhen the student leaves school, place in the inactive file; cutoff the inactive file
at the end of each school year; hold in the current files area for two (2} years;
then transfer to local holding area, hold until January 1 of the year following the
21st birthday of the student, then destroy.
Maintenance Instructions: Upon the student leaving school, the file folders will be
marked in some distinctive manneyr, either by color coding or by indicating the
destruction year in a uniform manner so that the files can be readily identified to
the destruction date of the particular folder.
Thess instructions apply 1o all prior and future accumulations of the series.
Wa ﬂ L S e e s o]
igned ignaturel @ // Remrds Manager':ent Of'flcer (S'gnarure} wew L Date |
Recﬁmmandation in para- T -
graph 12 are approved. State Auditor/Designee
{1f disspproved, attach Jatter 3%5
of explanation,) Sefrgt_aa: rate/Designee
Attornev General/Desxgnee
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